
1 
~-_na,%-__~.~7 .__I 

1 

OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

RECORDS MANAGEMENT DIVISION I 
i 

I 

r APPLICATION FOR RECORDS RETENTION SCHEDULE 
-~-~- , - - ,~~~, , .I-~._~_,  -- - . i ~ - - . ~ - - . . -  ..-.-..-- .".-- ~..,~. . ; _ - - . ~  ------ a_l 

INSTRUCTIONS: See Publication,'No. 76-RM-1 for instructions on completing this form. Forward signed ortginal to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue.. Atlanta, Georgia, 30334. 
Attention: Scheduling Section. 

! 

i tar:;$s sf Series l a t e s t  

.---- --, ._-.~__m-~ _-~?_ 
---ic7~~, -- .=-, -.--is. _____I II_ , 

FOR RECORDS MANAGEMENT ~ _I___ USE 

Date Completed ' ' 

NOV - 5 1980 I NOV 1 7  1980 

~- ~ - ___.. ~ __l_,..~._,_ 

1. Agenw Address 
Georgia Por ts  A u t h o r i t y  ; 
Finance D i v i s i o n  
Post O f f i c e  Box 2406 
Savannah, Georgia 31402 ' - 

c__ 

FOR AGENCY USE 
' Aoplication Date 

10/31/80 
Anolicztion Nurnb6i 

i RQ 

5. Remrds Series Title (followed by title used in office; if different) 

- ~ - - ~  ~ ~~ ~~ ~. .. ____ __  ~ ...~~. ~... .~ .. ~- 

1. Record Series Dmript ion This file contains the following ,documents (include farm numbersand rifles, if any): 
Attach samples of the file. 

Journals for  a1 I f a c i  1 i t i e s ,  t o t a l  monies deposited sheets, monthly 
insurance repor ts ,  labor  d i s t r i b u t i o n  s p l i t  week and d e t a i l ,  p a y r o l l  

e n t r y  I i s t i n g ,  I i s t i n g  of j o b  orders on f i l e ,  manual e n t r i e s ,  j o b  

I 

Documents relating to: In format ion contained i n  t h e  General Ledger. 

lnduded are: deductions, revenue repo r t ,  addif ions/changes i n  general ledger, d e t a i l  

o rder  pos t i ng  re jec ts ,  p re l im ina ry  general ledger l i s t i n g ,  general ledger budget (p re l im ina r  
general ledger account t o t a l  l i s t i n g ,  j o b  order  master l i s t i n g ,  equipment, maintenance,, and 
general cha.rge code l i s t i n g s ,  j o b  order  expense and comparison, e d i t s  monthly changes, 
deprec ia t  on repor ts ,  s tock inventory  cata log,  i n d i v i d u a l  f i l e s  (worksheets & c l o s i n g  papers 
on Ocean erminal ,  Brunswick, Bainbr idge, Garden C i t y .  Also included a re  cash sales,  repa i r  
and mai enance a l l o c a t i o n s .  * Accounts Receivable ledgers were used t o  document same 

Recap. 
File is arranged: Chronol og i ca  I 

informa. + ion p r i o r  t o  t h e  computer system - date back t o  1957; Accounts Receivable Revenue 

~~ ~ ~- ~ ~ ___ - __.  
8. Monthly Reference Rate 

One to six months old 

How often are records referred to which, are: 
; Thirteen to twenty-four months old -.--; -I . Seven to twelve months old _- 0 1 

_I__ .- -__ - 
twenty-five months and older- 0 -. - ? 

~ ~~ . - ~ - ~  _ -  
1 

Letter-site drawers -- ; Leyalsire drawers -__ ; Shelves ---; Other (spmify) -_lx ._II_.-..- 
10 9. Annual Rate of Accumulationof Records 

- -..- ____ . .. ..__ = _ _ _  y_--___I_II__I-,_-_-- 
- "-.. a- 

I.. (Over) 'h  r \  XA--50-71; R w .  76 
~ - . .  ~_ ~ . . .  .. 

I .  
. . .  :. 

~ ~~~ ~ ~~~~ 

i 



a. Is this the official copy of the series? 
, L  --. X I Itnpt. where is  i t L  ____ ~~-n.*.--- I yl-kf!be~ the series contaidconfidential information requiring security handling? If yes, cite law or regulatipn. 

I I h. I s  there a duplication of th is  series in your office, or in another office or agency7 

a. State Law -~~..-.~-_-3years. ~~ . d. Audit period __ _--_years. 
b. SratufE of tlmitation -7-z:~ : z-:. iyezs. ~~ ~ - .~ 

c. Federal law ~ ~~ -~ . . .years. f. Federa1,retention instructions _-- .-years. 

3 
- e.~AdministrativC~n~~ed -~ ~ ~- - 

Attach copy or excptpt-of l a m  or'regulations. Explain administrative need. . I -  

- 
~ -~ - - .. - -  . .. I , - .  , , -  

. .  - / I  --~ ~- ,.' .~ ~ ~ --L_.~ ~ . _ _ L _ _ . I ~ ;  ____ 
2. Anmoved Disposition Instructions - I This agency recommends that the file'series be cut otf ar thh end of each: - , ,  

. . .~ ~~ - , . .  1 - .  .. 

a Hold in the current files ares'---.l-inonth(sf - 1-- a Tranjfar to lo&l holding arkalhold - -p ..-~~ye%r(s); then-' - '  

0 Trsii5fer i o  State Reardr Center: hold -I-- -~ ~~ ~ .\/ea?(s);-ttien' 
CB Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other ISpecifyl 

year(sI;.then un? 
aud  3 '  -.. ' - 

.~ . , ,  - 

. - 
' 

'. 



--I - ._ _-_ - 
"r ,-  - -  

APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE 
ARCH,VES AND 

RECORDS MANAGEMENT . DIVISION I 
I___- ~ Jt----L --- I- - L ~ - - .  ~ - -  

Included are: 
insurance repor ts  , 1 abpr d i s t r i b u t i o n  s p l i t  week and detai  1 , p a y r o l l  deductions , revenue 
repor t ,  additions/changes i n  general ledger, d e t a i l  e n t r y  l i s t i n g ,  l i s t i n g  o f  j o b  orders 

Journals f o r  a1 1- f a c i i  i t i e s  , t o t a l  monies deposited sheets , monthly 

1 INSTRUCTIONS: See Publicatiorl No. 76-RM-1 for instructions on completing this form. Forward sigded oLiginal to 
Department of Archives and History, Records Management Division, 330 Capitol Aveque, Atlanta, Georgia, 30334. I 
Attention: Scheduling 

I FOR AGENCY USE - 
-- - __ - . - -, I __ 

I - ~ l _ i  

)rpo~ication Oate 

10-13-78 

34 

I-= -- - - - _  - 
Aoplication Number 

- -  

i 
i 
1- - - ; 2. Peran to Contaa 

i 
. ~ __ kction. 

ECORDSMANAGEMENT - ~ USE- ,.- 
Georgia Ports Au tho r i t y  ' 
Finance D i v i s i o n  
Post O f f i c e  Box 2406. 
Savannah , Georgia 

- -. -- 
Date Completed 

_. 
2 7 1978 ,~~~ yo" 2 8 ~ 1978 

- . I_-.. ~ 
~. -~ 

Telephone Number 

- _~ - ._ Accounting - -- Manager - - 1 John Rowland 
1-- -- --- 
13. Action Reauesed . 
I a. E Estaoiisn Retention Schedulerrecord will continue to accumulate. 

b. 0 Dispose of present accumulation: no further accumulation anticipated. 

c. & Amend Application N_o. - . Check One: =-Change; 0 Supercede; U Void-- - -~ _____ - 
5. Records Series Title (followed by title used in office: if different) 

i -  
I 9. Dsm of Series 
I Earfiest . G B c L l W  
I 

ri i . .Dairton and mica Fundan 
1969 .-.. ILToD3JL I General Ledger ~~. Work Papers ~ -. and/PriAtout . . ~. . .~- . ~ .  F \ c s  . ~~~ _ _  . _ _ ~ _  

What is the function of the Division and the-Office in which this record series is created? 
: The D i rec to r  o f  Finance i s  responsible f o r  t h e  accounts o f  the  Au tho r i t y  and establ ishes 

and maintains accounting methods and procedures f o r  t he  Author i ty .  i for  t he  D i rec to rs '  meetings; i s  responsible f o r  the  a u d i t i n g  and accounting prov is ions  o f  
a l l  contracts,  leases and agreements o f  the  Author i ty ;  provides p ro tec t i on  o f  the  assets 1 w i t h  adequate i n t e r n a l  con t ro l  procedures and assures proper insurance coverages f o r  the  
Au tho r i t y ' s  p roper t ies ;  and coordinates the  preparat ion o f  the  annual budget w i t h  the  1 various d i v i s ions .  Under h i s  supervision, monthly f i n a n c i a l  repor ts  a re  publ ished 
and r e l a t e d  f i n a n c i a l  and cos t  data records a re  prepared and d i s t r i b u t e d .  The purchasing 
func t i on  i s  a l so  a p a r t  o f  h i s  r e s p o n s i b i l i t y  as we l l  as the  maintenance o f  a l l  contracts,  i 1 eases and agreements o f  the  Author i ty .  

He approves a l l  expenses 



. -_ ~. . ---~l_lI___ - ~- ~. u-------*-. I___._ ~ . .  ~~ ...-.___~~..._I 
~~ - 

ZS~l NO I 10. Quttonnaire _ (Platxan-'LX" in-the propw>Iu-th ~- ~. - 1  

1 
I a. Is-this the official copy of the series? 

b. Uoes the series confait qnfidential information requiring security handling? If yes. cite law or reiulatjon. I 

,I---------- 
,__ .UQL&CE.bA7-. -____._--__ -_ 

I ~, 

- X I . . I  
I x  I 

g. I s  the information contained in this series ever gnalyzed a d orlecorded in a summarized report? 

h. 1s there a duplication of t h i s  series in your office, or in another office or agency? 
~ If ves,where?- - .~~~ 

=~ 1 ~ ~ ~~1 ~~~ . If~~r,a~ttach~coou_._lGeneral..Ledger~, .~ F i  nanci .- af  ~~- keport -~ - ~ . --~ __~__ . 

I 
.- - 

X I I, I L-Doenrhe recard~serierresult in a commter arintoutl .~ 

1. Retention Requiremsnts 
~ 

1 _x 1 ~ i. - Is this series lor a~maior_8orriono~~if/~~auladr~microfilmed? ~__-._I_ 

. ~ ._ - . . ~ ._ ~- ~.. .~._f__ -1 
- .-_~..__. 

~~ 

.I The foltowlng requires the series to be kept: 

a. State Law 3 years. d. Audit period .-"..--years. 
b. Statute of limitarion .. ~. . - ~  . .years. e. Administrative need ~ . . -_ -.years. 

_~ .  ~. ~ . ~_.__years. f. Federal retention instructions - -years. c. Fe,deral law , 

Attach copy or excerpt of laws or regulations. Explain administrative need t 

~-~ ._-. __ ~.~ ~- ._~_I_ -~ --- 

! 
i 

I2 Atmoved Disposition Instructions .This agency recommends that the file series b e  cut ott ar thb end of each: 

0 Calendar Year; I& Fiscal rea r ;  0 Other -'---_-A- 

(B Hold in the current files area - ~ ~ ~ -  -.month(s) --~- ..~-year(s); . I _  unti'l audi:ts by state and com.eri.ca1 I 
[B Transfer to local holding area; hold 
0 Transfer to State Remrds Center; hold - ~~ - .  

. .  
 ithen hen, 

. .  

i ~ 3 ~ -  . .- .year!s); then auditors QIC e -~+ehd;  +k-n 
. . .year(sJ; then 

113 Destioy. 
0 Transfer to State Archives for permanent retention. ' 
0 Other (Specify] 

These instrucJns apply to i.. prior an- future accurnula. m s  c 

I 

:he series. I 
! 

Recommendations in para- 
jraph '1 2 are approved. 
'If disapproved, attach letter 
,f explanation.) 


